DEPARTMENT OF GENERAL SERVICES .| Schedule No. 1599
RECORDS MANAGEMENT DIVISION '

‘I RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 7
Agency Division/Unit
HOWARD COMMUNITY COLLEGE BUSINESS OFFICE

Item

Description and Retention

GENERAL CORRESPONDENCE AND OFFICE FILES

Correspondence, memoranda, and miscellaneous subject files relating to the activities of the business
office.

RETENTION: Retain for 3 years. Then destroy.

GENERAL LEDGERS; FUND LEDGERS; DETAIL OF G/L’s; CHART OF ACCOUNTS; 1979°

Records of financial transactions (from 1979* forward) in all accounts during the fiscal year. Monthly
files will be maintained.

RETENTION: Permanent. Microfilm after two years. Transfer microfilm master negative
periodically to the Maryland State Archives.

*1982 G/L cannot be located at the present time. All detail data for this year will be maintained permanently or until the
G/L can be located.

3. JOURNAL ENTRIES/BUDGET TRANSFERS

Detailed record of financial transaction adjustments made during the fiscal year.

RETENTION: Retain for five years. Then destroy.
Approved by Department, Agency, or Division Schedule Authorized by State Archivist.
Representative,

e G .
Date 3 /f 7 / Date ?[ )] 5/ 55 2
Signature%w_) @ - ("0, U~ ) / /
Y 4 Signature C w“"//‘\.———-
Type Name Lynn C, Coleman ___~ ( 4
. Title Vice President and Comptroller

DGS 550-1 (Rev. 10/92)
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Agency Division/Unit
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Ttem

Description and Retention

COST CENTER BUDGET

Summary of financial transactions in all accounts during the fiscal year recorded in a manner consistent
with the format of the Operating Budget.

RETENTION: Retain for ten years. Then destroy.

FIXED ASSET INVENTORY
A record of all college equipment and furniture documenting the value and location of each item.

RETENTION: Retain for three years. Then destroy.

INVESTMENT RECORDS

Records of all College investment, including policies and procedures to be followed, financial data,
correspondence, and miscellaneous supporting data.

RETENTION: Retain for three years. Then destroy.

CAPITAL PROJECTS FINANCIAL RECORDS - (1985)

Capital projects records and records of payments made by the College under the terms of the contracts
(from 1985 forward).

RETENTION: Permanent. Microfilm after the close of the project. Transfer microfilm master
negative to the Maryland State Archives.
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I;?;n Deﬁcription and Retention

8. FEDERAL STATE GRANT FINANCIAL RECORDS

Financial records which document the total grant award, the receipt and expenditure of funds, and the
required periodic reports relating to Federal and Federal-State grants received by the College.

RETENTION: Retain until an audit possible under terms of the grant is completed or, if no audit
is performed, for six years after the close of the fiscal year in which the expenditure
was made, or for that period of time required by Federal and State records retention
regulations, whichever is longer. Then destroy.

9. NATIONAL DEFENSE STUDENT LOAN RECORDS

Original request for loan, conditions of loan, correspondence, promissory notes, records of payments,
and related items. ' '

RETENTION: Retain six years after loan fully paid or for that period of time required by Federal
records retention regulations, whichever is longer. Then destroy.

10. BANK STATEMENTS
Monthly statements received from the bank, with worksheets:

RETENTION: Three years or until audited, whichever is longer. Then destroy.

11. CANCELED CHECKS
Canceled payroll and vendor checks returned by the bank.

RETENTION: Six years or until audited, whichever is longer. Then destroy.
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No Description and Retention

12, CASH RECEIPTS
Finance office copies of cash receipts issued throughout the College

RETENTION: Three years or until audited, whichever is longer. Then destroy.

13. CHECK VOUCHERS

Numerical copies of all vouchers that accompany checks to vendors, issued from accounts payable.
Includes supporting documents such as an additional copy of the purchase order and vendor invoices.

RETENTION: Six years or until audited, whichever is longer. Then destroy.

14. PURCHASE ORDERS
Numerical copies of all college purchase orders prepared by the Accounting Office.

RETENTION: Four years or until audited, whichever is longer. Then destroy.

15. RETURNED CHECK LOG

Daily entries of checks returned to the Finance Office.

RETENTION: Two years. Then destroy.

16. RECORD OF PETTY CASH
‘Chronological record of all college cash expenditures.

RETENTION: Two years. Then destroy.
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Division/Unit

HOWARD COMMUNITY COLLEGE BUSINESS OFFICE

Description and Retention

DISCIPLINE COST ANALYSIS
An analysis of the cost of instructional disciplines as defined by HEGIS, which is submitted to the state.

RETENTION: Five years or most recent report if older than 5 years. Then destroy.

18.

CASHIERING REPORTS

Daily reports generated from customer accounts system

RETENTION: One year or until audited, whichever is longer. Then destroy.

Q.

DEPOSIT BOOKS
Records of deposits made by the cashiers to the College bank account.

RETENTION: One year or until audited, whichever is longer. Then destroy..

20.

CASH REGISTER REPORTS

Copies of cash register reports and tapes that may accompany deposits made by auxiliary enterprises.
The reports are used to verify deposits.

RETENTION: One year or until audited, whichever is longer. Then destroy.

21.

FINANCIAL ASSISTANCE INVOICES (SPECIAL BILLINGS)

Copies of special billings sent to those organizations that pay all or part of the tuition and/or fees of
students. _

RETENTION: Three years or until audited, whichever is longer. Then destroy.
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Item

Description and Retention

22.

PAYROLL RECORDS

Records documenting the payment of salaries to College employees, with supporting materials, including
but not limited to the following: employee contracts, attendance materials, leave balance records, misc.
deductions, benefits information, W-4 and W-2 forms, and payroll registers.

RETENTION: Six years. Then destroy.

23.

BID DOCUMENTATION

All materials pertaining to college bids. Will include advertisements, bid specs, bids and
correspondence.

RETENTION: Four years. Then destroy.

24,

AUDIT REPORTS [1971]
All financial statements issued by our independent auditors.

RETENTION: Permanent. Transfer periodically to the Maryland State Archives.

25.

SCHOLARSHIP RECEIPTS
Records by student of scholarship awards. Includes data on how funds were disbursed to students

RETENTION: Six years, or until all audit actions have been completed, whichever is longer. Then
destroy.

26.

INSURANCE POLICY
Records related to the college insurance progfams.

RETENTION: Five years, or until all claims have been settled, whichever is longer. Then destroy.
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27. COMPUTER TAPES
Tapes of accounting data from the computer system.

RETENTION:  Five years. Then erase and reuse.

records. rtn
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'““- TYPE OR PRINY A SEPARATE FORM FOR EACH NEW

REVIFED RECORD SERIES. FORWARD WITH RECORDS nmunon
:a«tﬂuu (nas 801 )

1. DEPARTMENY/AGENGCY
HOWARD COMMUNITY COLLEGE

DEPARTMENT OF GENERAL SERVICES ,
" RECORD3 MANAGEMENT DIVISION

AGENCY RECORDS INVENIOBY

T278 WATERLOO ROAD
P.0. BOX 278 - JESSUP, MARYLAND 20754

DIVISION

Business'Office

Pdge 4

N/A . :

DEFINITION « Recorde Gerles « A graup of relstad recorde

ndimally filed and usad as & unit for reference as

well 2y retention and disposiBon purposss,

4. REGOAD SERIEB TITLE

Capital Projects Financial Records

8. EARLIEST YEAR / LATETEST YEAR +
1985 401993 o

under the terms of the contract

Copies of contracts for capital proj

§. RECORD SERIEB DEBGRIPIION { Briefly dasciba Ine types of Womruwdocummlxnonno found in the Serles  Includa tha purpase of lunclion of the Series) '

ects and records of paymen

ts made by the college

——a—

7. RECORD SERIES FOMMAT(S) 3 racoan BERIES SEQUENCE 9. VOLUME O
Q File Orawer(s) N
U Lecter Ske R Mictoliim 0 Aphabelical X0 Microfiim Reel {s) ) '
Q Computer Taps (s}
© Lega) Sue O Computes Teps o Numerdcal o Other (Bpectly) —ma——
& Bound Dook D Floppy Disk ' KB Chtonological Number 1o be microfilmgd’
y oy
10. ANNUAL ACCUMULATION ' .
Q Auda Trpe o Video Tape ! o Geographical g Fle Diawe! (8 :
Mictofim Reol (s) '
1 Other (Epecity) O Other (Specfy) - 0 Computer Tape(s) :
To be microfilmdd
Y Number :
M. FLEISUBED o0 0 ually | 12| FILK AECOMER INAGTIVE AFTER .'; o
o Duy a  Weekly o Menlhy ._E_/_ﬁ._....... " Moninfe) O Yends)
t v Numbef
19, QURRENT l.ocmonm (Bidg , Floor, Reom) o "44.| 18 RECORD BERIES DUFLICATED ELSEWHRRE? (If ya, epacily sgancy of office)
O I
Howard Communlty College ‘a Ym — X No
Records Room '
18, ACCEGS RESTRICTIONS (If yes, cita law(s) & regulallon(s) 46.] AUDIT REQUIREMENTS
D Ya » No o Now O Sale .. O Federal B independent
T. 18 AR INDEX SYBTEM USEDY {f ywm, oaphokr slofly wd | 10,] RESEMMENDED NETENTION b R Y
tesctde mny hatdware/software) B
. , ; Permanent
0 Y g N
1. HAME AND TITLE OF PREPARER 20. | TELEPHONE RUMBER 21, DATE ) !
Lynn C. Coleman ' 410) 992-
V]yce Presiy ing Somptrolily ( ) 992-4842 January 10, 1994 1}
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[GELIYICTIQNS, - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

REVISED ABORD SERIES. FORWARD WITH RECORDS RETENTION
SCHESULE (DGS 850-1)

DEPARTMENY/AGENCY
HOWARD COMMUNITY COLLEGE

e

EPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
TI75 WATERLOO ROAD
P.O. BOX 278 - JEBSUP, MARYLAND 20784

[

iBusiness Office

AGENCY RECORDS INVENTORY

S oD

N/A

DEFINITION « Rocorde Series « A group of relatad records

nérmally filed and used an 2 unit for reference an

well a9 retenton and dispaosiion purpoese.,

4. REGURD SERIES TITLE

GENERAL LEDGER;
CHART OF ACCOUNTS

FUND LEDGERS;

DETAIL OF G/L'S;

8. EARUIEST YEAR / LATETEST YEAR

197979 1993
#1982 cannot be located

Records of financial transacti
Monthly files will be maintain

€. NECORD SERIES DESGRIFTION { Briefly describa tne types of nformjallon/documentw/Toimns found in tha Series  Include tha purpose or funclion of The Series)

ed.

ons in all accounts during the fiscal year.

7. REGORD SERIES FORMAT(S)

Pm Letter Stze (2) X Microfim
o Legal Sre O Compuler Tepe
(1 4 Xa0und Bock O Floppy Ok
O Auda Tipe o Video Taps

(1g&m”&mm)Computer Print-out

(1) Latest 2 years

. raconna:me.ceeusuce
a Aphavetical

O Numerical

B Chonologleal
Q Geographical
+ D Other (Specify)

$. VOLUME »
Q File Orawar(s)

X Microfiim Resl (s)
0 Computer Tape (s)
o Other (Bpecily)

To be microfilmeé

10. AHNUAL ACCUMULATION
© File Drawet ()
X Mictofim Redl (s)
0 Computer Tape(s)
O Other (Specty)

Numbar

To b i fi
(2) All older than 2 years ‘ Number 0o be microfilmg
W HLEISUSED (1) Dyring fiscal yesA2|FILE BECOMES INACTIVE AFTER
Ouly 8 Weekly o Monihy N/A O Monht) O Yaarfs) .
(2) Annually - After fiscal year Number

d

Lynn C. Coleman °

13. QURRENT LOCATION(S) (Bldg, Fker, Rosm) 44.| 18 RECORD BERIES DUPLICAYED ELSEWHRRE? (If yms pacdy sgancy of office)
Howard Community College a Ya B No
Records Room
18, ACCEES RESTRICTIONS (if yes, cin law(s) & regulation(s) 18. AUDIT REQUIREMENTS

D Ys ¥ No o Nome a Siale X Federal 0. Independont
IT. 13 A IHOEX 3VATER USEDY {If yuu, oapdahs Wakefly wnd 18, | REGSHMENDED RETENTION !

Uesttde any hardware/scltware)

Permanent
U Ya o No
e

10. NAME ARD TITLE OF PREPARER 20. | TELEPHONE KUMBER 2. DATE

(410) 992-4842

__Vice Pres1denr .and..Gomptroll

pmr)

January 10, 1994
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REVISED RECORD 8ERIES FORWARD WITH RECORD3 RETENTION
ECHEQWAE (DGS 860-1) "

. DEPARTMENTIAGENCY
HOWARD COMMUNITY COLLEGE

1

DEPARTMENT

AL SNT N

" RECORDS MANAGEMENT DIVISION
T278 WATERLOQ ROAD
P.0. BOX 275 « JESSUP, MARYIAND 20704

Business'Office

OF GENERAL SERVIGES

N/A

e S e T
AGENCY RECORDS INVENTORY

Pdgoz: : of :3::

DEFINITION « Records Gerles « A group of relatad records n

imally filed and uead aa a unit for reference ap

well su retention and diapostlion purposes.

"

4. RECURD SENES TITLE

Audat Reports

1971 70, ._.1993

§. EARLIEST YEAR / LAYETEST YEAR H

6. NGGORD SERIES DEBOIUFTION { Briefly descria the typas of Infor

All financial statements issued by inde¢pendent auditors

allor/documentwTormas found In tha Seres  Includa tha puipase ar fundlion of tha Beries)

7. RECORD SERIES FORMAT(S)

FECORD BERIES SEQUENCE

§, VOLUME »
Q File Drawer(s)

X Letter Ske (2) X Microlim a Aphabetical X0 Microfim Res! (s)
0 Computer Tapa (s)
o Legal e 0 Compuled Taps o Numercal O Other (Bpaciy) e —
1t Bound Book o Floppy Disk B Chionologleal Numbet  To be microfilmgd’
10. ANHUAL AGCUMULATION
G Auda Tepe a Video Tape o Geographical g Fle Dtawe! (8
. Mictofim Reol (1)
t Other (Specify) O Qihar (Specty) o Computer Tapa(s)
(1) Latest 2 years B Other (Specty)
(2) 2 years and older To be microfilmdd
! fl Nymber
11. FILE IS USED ! 12.| FILE BEGOMES INAGTIVE AFTER
o Duly o Weekly B Monthy ...N_/.A.__....... B Monihfs) O Yaars)
' ‘ Number
12. QURRAENT LOCATION(9) (Hidg, Flear, Room) 14| 18 RECORD BERIES DUPLICAYED ELSEWHERE? (If ys, spacily agancy of office)
lHoward Community College o Ya B No
Records Room
18, ACCEBS REBTRICTIONS {If yas, cile law(s) & egulalion(s) 18.| AUDIT REQUIREMENTS
D Y X N o None o Slate O Fedeal  * %o Independent
17. 18 AN IHDEL 8'ATEM USEDY {If ywo, onplubs bakolly wid {0, RECOMMERDED RETENTION
Gesttde any hardwaresoftware)
Permanent
D Yes a No
13, NAME AND TITLE OF PREPARER 20, | TELEPHONE KUMBER 21, DATE
Lynn C. Coleman ' -
N ’V{ce President and. Comptroll ar_,fjlo) 092 li842 ”ia-iuary 10, 1994




